APPLICATION FOR RECORDS RETENTION SCHEDULE pOFFICE OF THE SECRETARY OF STATE
_ F RECORDS MANAGEMENT DIVISION

e s TR = S R B A= e [ 1S A W e ) e "

f INSTFIUCTIONS See Publlcat:on No 76—RM—1 for instructions on completlng this form Forward signed oruglnal o
| Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduhng Secuon : ' .

H Y

L ~ FORAGENCYUSE | 1. Agency Address . ©  |__ FOR RECORDS MANAGEMENT USE
Apphication Date _ ‘Georgia Ports Authority ' Application Number
l March 23, 1983 Trade Development - Marketing Services 8 3 8 O l
““applicstion Number - Post Office Box 2406 ' Date Recaived T Date Completed
97 Savannah, Georgia 31402 APR 4 1933 l APR 2 1 1963
[ Eoer e e o —_——— - T T Lo ot Tt e e —— — e S e
' 2. Person to Contact : Working Tntle Telephona Number
Becky L. Colllns ' Executlve Secretary (912) 964 3811

ha

TACUOD Hequested ;
a. X Estaoush Retention Schedule;? cord will continue to accumulate.

b. E'_'! Dispose of present accumulation; no further accumulation anticipated.

_¢._ ... Amend Applization No. - ezme---m Check One: 0 Change; {J Supercede; O Void

[ 4. thas of Series 5. Reonrds Series Title (followed by title used in off;ce, if different)

Earliest Latest
Georgia Ports Authorlty s Monthly Budget Reports C(?_e-‘-\evmm.g :Ft\'c.)
1978 | current | o L R _ .
6 Dwiswn and Offics Function What |s the functlon of the Dmsmn and the Offlce in which th:s record series is created?

The Marketing Services Department of the Trade Development Division is involved with trade

i research, development and sales functions of the Authority including marketing analyses.
Assists the Director of Trade Development in the development and coordination of sales

" plans from marketing analyses and leads submitted by the sales force.
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7. Record Series Deseriptlon This file contains the followmg documents (mclude form numbers and tftles if any): \
Attach samples of the file.

Documents relating to: The Georgia Ports Authority's Operating Budget

included are:  Monthly budget statements

File is arranged: chronologically by month

e R

8. Monthly Reference Rate  How often are records referred to which are:
Qne to six months oid _._1_£0ﬁ3,,,, Seven to twelve months old 1 _to 5 ___; Thirteen to twentv four monthsoid L.to. 5 _;
twenty-five months and older 1 or more

9. Annual Rate of Accumulation of Rerords

Letter-size drawers .1 _; Leyat-sizedrawers ... . ___; She|ves e Other (SPECHY) e

AR-50-71. Rev.76 {Over)
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] l X l i _i. Does_the record series result in a computer printout?

.‘_jgg_ , ,NO__ [jQJuenionl;aT[e {Place a,h]x.;' in the proper column) L _

e e T e . e s - - - — e - e o Y

a. ls this the official copy of of the series? o " S
—If not. where is it? A Finance Department |

>

) . i
b. Does the series contalrf confidentiat information requiring security handling? If yes, cite law or regulati}on.
H i .

i
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!NIJ‘N

..t lsthis avitalrecord? ' o '

e. When one or two documents in the file make it necessary to keep the entire file for a long penod could these

X _d. Does this seties have his htstorlcal al or Iong}erm research vaiue7 ! .
.3 I B documents be scheduled separately? S R _ S

Lx, f. isthe mfomatlon contained in thlueruesjver nublished? If ves. attach. copve_, e —

9. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
L X1 Jf ves, attachcopy, . e —

. Is there a duplication of this series in your offlce orin another office or agencv?
Xt ._LLves where? GPA Finance Department

N ]__X______ Is this series for a maior portion of it) reaularly mlcroﬁlmed_

T e e e e eir e s C g e

11. Retention Requirements f The following requures the series to be kept

a. State Law - —_years. d. Audit period —_ . Years,
b. Statute of limitation .  ___ . ___ _ _years, © 8. Administrative need —— D _____years.
c. Federal law —— e e _Years. f. Federal retention instructions . . _ . _______ vyears.

Attach copy or excerpt of laws or regulations. Explain ‘administrative need.

Research material with regards to the Georgia Ports Authority's Five-Year Budget.

12 Anoreved Dlsposmon Instruc‘ions Thls agencv recommeénds that the file senes be cut ort at the end of each
0 Calendar Year; ™ Fiscal vear: 00 Other e e ___.then,

KX Hold in the current filesarea ___ . _month(s} __2  _vyear{s); then
KX Transfer to Jocal haiding area, hold . 3. __year{s); then

[0 Transfer to State Records Center;hold . . __vyear(s); then

EX Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specifyi

These instructions apply to all prior and future accumulations of the series.
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| Agency H Hend/Deslgnee (qunature} ) _ __' Dat_;_r_____' Records Management Officer (S:gnatwe) . Date

| XLt | zawes /j/)ﬂé pAh— | 52555

State Records Commuttee (Slgnature) Date

Recommendations in para- Z
graph 12 are approved. _ State Auditor/Designe

(If disapproved, attach letter R
of explanation.) Secretarv of State/Desngnee

Attornev Genet:aI/Demgnee J
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AR~50—51; Rev. 78 (amm sm)
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